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EF 28 1953

MEMLANDUN FUar Actin: Deputy Divecto:r , Adainisvraiios

THU

1 Shief of Adaimisv-aiica, DBfe

SUBIET : Curvey sepurt of m_ﬁ?&ﬁ}hﬁéﬁiﬂn 25X1A
LETRATLN

PlER To re-evelusie [N ;- :::on: witota e 595
Divisiom wiih & view toward deternining

8. Toe sppeopoiste location or salzaticoslly for e noet eemonlc asd
efflciont perforsauce of essestisl st 25X1A

Ge The wouser of persconel esiisaved te e regedred for the perforvanee
of pueh Tawrticns,

PRI BEACTHG OGN THE POORGEM,

#e  Tuie memlysis is restristed to ibe A and 25X1A
ite relgiion @ e headq aciers brasches apd Plald etavions of ihe
Divisicns, o projects sperated by the ﬁivﬂslw, W present bud et 25X1A9a
and Placal proced.res, and to ou somlysls of the work faciocs of the

be  Tecasical sid and advice v piven the Henegswest OfYice 1n thbe omkin.
uf this smmlysis by of tie Technivel Ascourtin. amt
of the Comptroller of Pisemee Tivisisn,  20X1A9a

o o [ 4 o ac & staff of six e ular
assioned enployees. The Segtien bes asscumclated e wml of 1kt vows
of cwmruine for the moaiie of Juse, July, sod Aucwst L%,  Hovever, 25X1A
i While seme period egployees were Sway ram thelds amaws &® Ww
of @ sturs ob eltiwr sick or ssewal lesve,

dated 1. Ceptewte L

will e resyposzitle fw e
] SLAGnE DecRessry o5 budoet end flumnos dmlte s

in support of wammi aud astivitieos within the BA Division's iew

opcmaltiillyy o dmelude:

1) Pu, eed allovances
{2/ Tiae snd attendance
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{3 Bodoet allotuvento

(%) Obiimsion Sepocts end lwcocds

(/) Budowt essisqies

(v Trowl orders

(7} ‘egest for alwmases

{Gi Zeiskracspcant Vouskers

L3 cevievw of Pleld accountin e
(Lo Mscallaseoss Fissoce wd Wravel services

¢, Allclieat ledoers wherels individoal w;smmmm oab e ligoidated

sve spaigtaland, The Segtlon lme stielied e Hew Allotest
25X1A Cumtool Jegords B3 prescribed aved ¥ Jume Y31,

25X 1A fo Tum BA wna previousl; a-....mm;«m by Loe
cueai Cird "t remdered ader date of 2 July 1353

i PR g 1 ii?“@aw in sats j}*ﬂhﬁ N “"’m’?’u Bwe
en wm m Lnel: ma

(1) Cemirmlizing the sooouniing of all #1 projects 1o (he Budomt aad 25)1A

(@) souting ot rwpsens rof
25X1C4a Section.

{3/ Cervificstion of aweilabiliiy of Jumde by the Uivisicm Bud et
aud Fiagal Gfficer reloer iham by Pinance Divialun Certdfying
WThowr.

(&) Boe realistic estiomien of oblipAtions perieinia; O Lomuspore
tation of household gouds, personsl effecis, sodfor sutenosllss,

{3 soutin. of Trevel Yougters {(Pors Bo. 33e12},
{0} Gsutdng of Acpountis: vy Individiel for Advaoce {Purm Ho. 33e39),
{7 douting of cailes pe-teising to #a autborissiion W expend Sads.

(&) souting of memocendan B.othorizin. oveisess Iss s toaining
for fisld stetion pervcinel.

{3 Comnce in istersal mail proceduce of Lie Jootlon,
(32) Une of flald station dussssy Accountln.g b6 pouting dDCLLOLE,
'a“*
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fe Altnough me irstractions heve been received uy tie “ectlon ef Lo what
tyves of records need Lo be ssintainad witidn the ivielon relative
to control of Pumde slletted Lo ‘opimtioe Fflce, 12 for 07 amd OF
classes of ‘guipment sod Jurpliss, the Cnlef of tne Mdiet ard Yiscsl
teotion and ‘nlef of Ilncistice “ection heve s reed trat too [ 25X1A

25X1A Wn gontinue Lo keep Jlloteent “onmtrel Leeorde
on fnmde &) 1vtled the Jivimion on all projeeis and the "opistice

*setion 111 saintein & plrple wemorandur roonrd on Lhe “euloorivy

te withdraw quipment end/ny “upmlies™ on all approved [1ojects.

Tnis 18 the same urooedurs ss vos recormended by the Teotnlesl fccounte
ing "taff, ffice of tne “onmptyallsr, and ke alse recosmented in pre-

vious report sutmitied op the _ "t ivisise, 25X1A

deted b Septewber 1951,
3, EOEsION,
. Yo sctual record of work losds vas svallaslie in the "setlion. lhe

following eptimate, however, waz sade by ‘hief af tnhe “eciion ar to
the apportioment of ties of hia personnsl during s womth.

Type »f vork 'oad tesrs per mentu
"reparing repsris 25X9

Preparing fiald subwallotments
Indper somtins
ipprevel of fands
Cableg prepsred
“ables axd dispatchwe routed threeylh "“ection
for ennourrence
“anferences srd meelinge
Tudget  Creperation
sovizw of proposed ragulstor: isrsances
Agent duty status reports nrsparsd sud reviewed
Yatninineoce of Texl fund
*reoaring of trsvel ¥oucaers
Freparing trsve! orders
Preoeriog begient Tor idvances
"reparing and reviswing olalme
tgintarance of Time « tlendance “eporie
™ ghel] e may eheoh
25X1C4a  tenien of SN oxts
feview of projectes for Adwinigtrative Plams
Preparation of Geimiuresrent VYouchers
“gintenence 2f pending File on tereinetien dates
of esnbraety and maintenance af corresponience
eorirol on finznee watlere
“yeellenwous (review of vouchers, ' runs,
liaieon, estizsting oblirstions, trefning, ete.;
Total

5X9
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25X9

be "t 1y noted Lhet sn estimaled Torty soure per menth s devoted to
"iudpet vreperatlent. The i ivislon ses s total ammual tudget of 25X1A1a
approxinately There are
25X9A2 aporoximetely people on duty witain Lie peedjuarters snd sverpeas 25X9
stations of Lie Uivielen. The tvision sae I legs & “tstions and

B see 5 ctetions. T o { oteinn records 25)EAXY

on the followiny ellotments:

readquarters vouchered
esdquariers unvouckered

2L vorsess idminipiretive "apense sccoupts

25X1C10b

The “hief of the ection steted tiat he Lelieves Luis Lime elerent
can te reduced by more coordinstion Tetween elevente of the /¢
and /7 on Tmdget ‘wlle snd the substentisting date regunsted.,

. Toe ' f Jivision's procedurs for nendliag “leld | tation . copuntings
1s considered effective ot ts be'leved Lo te wartsy of commemt.
Upen recaipt of the Field Stetion sconunting by the “ivigian, 1t is

25X1A forwvarded to the ere the al)letmert numbers
charged are checimd. 'f 1t is found that s wreny allotment nas ‘een
charged, & ehange ig made s the correct sllotment musber ie cited,
& covy i pulled for toe ohlizsting docwrent, end tie originel is
forwarded to the Arss lesk of i's sranech conesrned, for eoerstional
review. Should \re Ares ok guastion any item, & dispetes Lo the
field is prepared and 8 eopy of the cispaten is forvarded witn the
rogcunting o Pinsnce Iivision. o stbemut i mede in She tvigion
to audit these sccountinge pinee this funclion Se recognised b the
divieien s ‘eing » responeitbility of “lnence Clvigion.

de Tergsormel of Lhe ecbion estirets tast spprogimstely 155 of the travel
arders writien required aeosadwents. iisy stated thet =ost of Loese
wers nads necessary by cusnge in dstes ©f travel and chences in itipe
erery. e Dlvielon uses a "hequest fxr Irevel rders® form wileh
ir inltisted in Sie Uruncd and Porverded to the Aadoet and Vigesd
‘ertion where the (revel rder {8 written (“se Rk ije n previous
reports submitted on other Ares “Svimions, & recosmendation hmr gen
mede List pubject Lo the eompletion of an overall study of tne 7/ Yy
Snhe function of prepariog tLrsvel arders be withdrawn Trom all ives
Hivislone and Steff elerente of the /" amd eszignmd 4o toe Tentrsl
Processing Srangih. 4 is helieved that & forwm denizrnmd alon: sueh
liner ae this one ceuld b~ ueed. “ince tie vreparstion of travel

o -
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order pmendnents (¥ time consuning, &ll elsmepta of the ivision

saould e informed st it iw thelr responsibility to ;lve all essan~

tisl snd necurste informatisn on the Lsuueet for Travel . rders ‘o

tefore forvarding seme %o tie Urrwel Yerk. Iz« || INEGEGEGEGEGEGEGEGEGE 25<A
25X1A B¢ periodica)ly infore the alef of the idminlstrative

f1aff of taase slevents af tne Mvigion reqguesting an unwerranied

furbey of Traval rder isendments Lo ether with the ressons [or same.

tdei nigtestioe sotian showld Lhwn be Leken with 5 view townrd de

ereasing the pamier of fremiwents vequesied.

¢ L wa® foubd Lhgt there were instances wners gte’r emnlioyses were ime
srenerly charyed. 't wee reuorted Lhat Lue el of tne fdministrae
tive "taff hap teken wetion e nave Loe NG ~<: ¢ 25X1A
Fivision vayrolls (o zetarnine whethsr «r mot "LaTf explovesn mra
properly caarged,

To 2 whe found in 811 other ‘roa lvislons previously sxecined, the n0d
Hivielon s neving 4if€lewlty o sstimuting ant Yiquidsating thoze
obll etdizone arising fros the “equest for "nipment Forw 2, el ).
Frengpoyitetion Tivielon of ‘opisbice (fTce, 7 4 pleles that i1 is
evmpleting ¢ sobedule ww?‘ﬂ;y ehipmenl charges =8y le e¥tineted and
the YTesinicel dngounting teff of the ovpireller’s fice is workimg
oe & proosdure whereoy Lhe experiiturss on Lae o Yaehline scoeounting
man mey be identified for Yliguldating tnese obliyatlonss i dste,
howevar, unaitler the sciednles Tor gati=apting o)l etions nor a mstind
for 17emtifring the ligquidetione of thess o) ations heve reached
the trea Tivision lsvel andt there sre tnerefore no scourste records
ef U noney in Lhe Tud et and CiBral Cections of the various fres
“viplons,

g A grglyele of Lie work losd of Lhe Tectlon cisel oped Lhet one Huge
dred ans alxty (W) heure par monlh wes elng expended b Lois
Styisglon parfarming the functlinm of prerering travel zouchers. The
25X1A eronls slscontiowe Lnle functinn, end toe
25X1A euclavees Showid T engoureed to utilisge  enirs) Froverging Tranoh 25X1A
in seesrdance with sganey otice R »erziven 2.

Re  fn estimsted nimsty 50 tours was exvendsd Ly yereonnsl of =« | IR

25X1A on Lhe function of preparing trave! ordere. %
e o AtTed wkt 8 stady should e mpde Lo deterrine whether Uhe
centralisstion of Lals function ‘n Whe entral Tocessing ‘reneh ten
he effortad snd tnersly redues Lw number of peoaple within the “seney
performing this funstion.
f. ‘rriain scllione on cabvler and dispgieres to toe fie'd periminisg to
25X1A purely technior)l {insnce »ailers neve .cen asziined L9 imence dvie
gisn by dmted L June Y7 Y, Trese functions hsve laen
AP a % reporte previocuely svimitted on piner Ares Sivislons.

Tue eotion estimates Liat bO noure per montn te conpured by giving
sangurrence on all csnhlen snd disnctoner roubed tirourh Lhe vislon,
Toet of thip tire cen be attrinuted to reviewin, snd concurring on
ectinne sriglm froe thoee functisne svecifled (n the showe ventoned
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25X1A . ¢ i concedweble tisb =uch of tile work
loed can de elirimted v ; ving relearing suihority te "inmnos .4v:
#lon on purely schnicel flrance mattere wiich do net involve onerss
tione. iscupzion on thie volint with indivicusls is the “eotion ipe
dlosted thad apoepition Yo 104e Yeppeetion was lesed on tue Following
peinte:

{1) "one dispatecher and cables were not now thorougu'y clmeked for
factoal econtent by perecsnel in inence ivistion before relesping
toge te the ivision for concurrence,

Gote:r  Yhle would apperyr to e & oritieier af perzopnel who Der=
Tor> errtain dalier vatiey Lhan a orit clem of e proe
posed procedure.

‘25 ine Peeling exiete that any Aispeter or cavle whereln - inence
TMeigian takeg any sction of & 2 geel i oweent waburs shomls be
coordinaved witn tim Frea Heigion pricr b (e relosse.

"3 n all eeme (v vislon shouls e thovewphly resnigent of sl
Hegnatener and satles soivy te $oe Fleld.

nt;ev;rts sore esade Lo stress the Dpolint Laebh We sugcestion 414 not

Include any items of aa onerstions) mature cut asly those of & py aly

25X1A technlies]l Tinance nature as specified in o setion on
wiick 18 st preeent s resoneibility of “inence ‘ivigion, rom a
purely o jeotive standpcint, 1t ‘g beliaved M., in the imerest of
spead srud &) mﬁmg, consdderetion siould te s fven to the rurpeetion
of viving “inaace ivisioo relrseimg rutmxrity on 811 surelr Leche
nice) finence dispmiches st ca:lw e,

25X1A Je  Tue Tatef of Cne tated tust, sltoauph tusre
were 8 murber of Tlemg on WLhe July T M secounting fore wioich e eould
not 1dentify, it wae a consiceravle improvenssi sver previons snes
sutzitted to him Ly inapce ivielvne Work om thule project ie and
should be comtimued by the Tschnicel ‘copurnting LaTF of Lhs  orce
trollsrts offige,

ke Dore of tle Tis]d Ttetion dccountings aow belng recelved by the te
viglon are not, *n 21l cares, intiestin L4e proper sYintment mmter

to e charred. Ti's 18 an atupstisnae) watber and L &F 25X1A
nf tuo BiA Miviglion hee initisted gebion corree

thie Ly publisning 1A adeinietrative “lrenlar <M, subleet: Tfeenl
tecovnting for 7 tetlom “xpenees, dated 20 July Y9ST (Yee lgu S,

25X1A

e An employes mupestion '@s heen sa'mitbed by Lhe inance fFicer of
the Mvisiosn g2 follows:

" wimple method of srovidip trave) suthnrity Tar empYayeer ene
25X1A6a bering trotaing ot [N ve 1% stion ¢ upunlly 3.
or lers, nowever, the cort of processing individun® arders mupt

-l
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cont tie igeney P50.00 per orders Tnis remedy could be applied

to loeal truvel [milesre ¢inimm; for local uee of prrsorcs) owaed
veniclese “rucessing of ‘2 to “10 claizme musl cest the ioeney
cloxe o FIOGLOU (tnis ineiudes the osdevs 83 well 2 Shw vougher).”

Flthosgt Yhars sre esertain parte of Wwis suggeation w.ich from & cone
tro)l stewdpeint do nel apposy Lo te fessable, 44 is bellewed that it
ans gufficlant mepit Lo warrant & sbucy %u Zetermine §f iae costs of
proceesing small trave’ clafze csn 's reduced. ifteyr discussing thie
sroblem with representatives of inance ‘vision, it %s ba)leved tusi
& facility can be salsblisned in "inence ' vigleon whereby ceel na ments
may be lmmedlately wade on en avarethe-countey tagiz. Trese ‘ayremts
would be for ansy travel under 25,00 in which no per diem ‘s svelved,
telepnone celle end othey wiecellanscos sypensss (exelusive of entere
taimmentj. This wonld involve tie drafiing of & siwp)’ Cled coclined
Traval der and Youcher and s progedure wisrety ihe olsiz for reime
tursement would be mubmitted to Vlnsnce visien properly signed by
e sppropriate ipproving ficer of the ‘rea Jivieslen concerned,

‘4wz steled Loat Lusre are & basber of cssos wimrein & Segquest for
Aidvanos ie mede up for lees tham Slve (his is 8 costly progedure
et should b sede toe sabject of sptudy to determine wiether or mot
&1l are necersary or if some less costly procedure cer notl bhe devieed
for sdvances lers voan 71000,

SR

L ]

reanisationally tue e ariroprisiely loe
ested ax & ieckion of Lag lam.nielyslive  tel! of the . viglon. The
nief of the Adwinletrstive “taff ir giving sdequate sursert to tie
‘ntef of the NN t i* iwerative, aowsver,
that the (hief of the fdminigtrative “taf! contimus te “Tim tw Ltae
svieantion of all elsmante of the Vivieion Lot all ellntrants ave
marde Lo the Chief of the “ivislon, that ov doguuente oulivasting these
funde Le relessad by the rivielon without SLe cersificsyisn ~f the
cvief, I >; ¢ cecignee tost funie sre
sveilable in the sllotment ecnarged, and that thw prisary ~isgiens of
the i8 to prepare snrmsl bediete, to sraure
tne “hief of the iviaton thst Tunds slletted Lo uim w1}l not e
over-oblizated, snd Yimmnce sctivitise of an fde'nlistretive [ taff?
supert neture,

“ost of the deficiencies found in & previoue etudy of tois ‘ection
have besn ecorrected and nobatle progress has been mede gince Lhe proe
vious “anapement “ffice renort, dated 2 July 1953, wey rendered,

Yany »f the insdequaciszs which now prevent Lie »einteining sf scourste
finenelal vecovds by the %°F ivision ave 25X1A
caveed by deficlencles over wiloh tim irog ivieien nss no contyn),

Tares include 8 method of Yiquideting obli etions arisiny from “equest

for “nipment [Yorm une el and detter ideatifiostion of {Lenyg

-t
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appearing on toe momtily ¥ pecounting meebine yup suimitted to the
“iviglen by Yimknce Jlvislon. ‘g previously stated in tois rezery,
Lie July "M seeounting macihilipe rum phowe a decided impravenent over
thoge sebmitted in prior menths bub e not yet Lo & place wiere it
can te sald Lol it Sr sdequsie. Ve Teennlerl Jocourbing Ttal T,
“tfiee of toe Tomptrellsor 's workime with Sodl. tre sres civisions snd
“inasce Mvislon to ‘mprevr tile sltustisn.

A LEE G 5T L L
BT B R

% im reooomerncied Lthat:

1) Tnstructions be riven all of the vare
iour Lyma ! vwigione relstive Lo procedures, typer of recerds to
te malawained on Lne proverty suthorisation ceptrol procedure of
U mnd 09 fonde,

‘2 smes puch a8 “iudiey  Pfice”,
#re apuiled to those ‘ectione 0f the
tdrinistrative "saff of the varioue ires ivigione perforeing
mdgzet, fleens), and finence functions. imce the Lermimology
“iudeet pnd Ciseal SfCigera™ ig ueed in regulstions [ 9y
ricted MR X, ‘o ke lmtepant p !MWMiutiﬁﬁ’ the
b ueed Lhpoughout the
sred clvigions of the ~/ when raferring to thepe ‘metlons.

£3) Tue Fersonmel Ceetion of thes tdministretive | Leff be required
to contimae ite check perisdicelly of the “ivisjon pmyrsll te
determine whether or not $he field steff ew:loyess ste properly
P:ﬁ«rﬁ%u

(L & sty te made Lo deteynine the fenssbility of onrpln: all
transportution charies sxclusive of those necensary for Lhe reves
ment of persenal of{eete zraingt one 81lotwant,

(5, Tow rottimme Lra Panction of pree
parivg lravel ouctare for gtalf saployeas, and the eploymes be
enecours: od Lo etilise ‘entyal “rocessing “imach i sroandence
wits Ipeney Setlioe nere; rRon N,

;A mludy ghould be nade S0 Jelerzive wheuher Lie funetione of pre-
paring trevel oydere csn be withirswn from 211 ‘rsa lvigispe sod
ST elementr of Liw T/ pnd emmicomed Lo the entral Jrocenaing
rereie % le Pelleved thet Loty eprtralieation wuld reduge not
enly bLis mamter ¢ swewineris te trevel orders now being rrepared
and trerely reduce toe mumber of persosne] necesssry Lo rerform
this funetion 't alpe the nusber of +Ysctric typowriters now
noeded in the /0 element.

T Tuose lelslon elemente respensivle for initiating s requept for

-

25X1A

25X1A

25X1A

travel ondere he ‘nstructed 16 be as execht snd gpeeit ¢ g8 roemlnte
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in thelr Smitial requerl snd theysly Jecresse btae rumber of
treval arder prendeente.

(8} ueleasing authority on dlspetches and cables to the Tisld pere
taining 4o sarely teehnicsl finsance matters as specified in
25X1A ey [ 2ated L sune 1953 be dalegrted to Thief of Uinence
Pvlelotie

{9, Tre “ompAroller's (ffice in conjunetion wiin the spurorriste ela-
nent of the 7T /i imstitute 8 moiv efTect ve inspection rr audit

Drogren wierety 211 Jres 'J?ﬁvisima_ﬂu 25X1A
be periodieally Inepested sud sudihed,

?:"w'; {he slamebts of Whe /P ard ffice of the fomutraller cortimue
their efforde to work out s uniform metood of ‘deptifvin oblle
istions end uk;r:;mzm tures,

{11) Tonsiderstion be ;iven to estetlishimg in touree ivigion a
fas!llity wherel: onsh P wente miy e immedintely mede o0 s overe
the=counter desis. iutse reyuente Lo o For any travel under (29
in whiieh no per diem is involved, teleuncons emlle and other mig-
rellanecus exconces ‘exclurive of ente-rtalment).

12, in advimimtrative affort be mede Lo Jimit i@ preperation of
“ogeesta for Advances for les=s than 10,

‘13) in ovder to conserve bLime and effert and eliminste eonfusion st
whe vision level, future udiet calls snd the requesis for sube~
stantiating date should e thoroughly conrdinetsd between slevents
sf the /E spd the /0 prior te issulng sueh cells ("o peree
graph .

1L Ihe present stalf of six people ir .elieved Lo e sdequate te per-
fer» the present functions assigned to the “sction. ‘owever, at
sach time ar recommendatione 4 and & are sccepled rRnd iasiailed
it i8 tellewvsd thet the T/  can be reduced Lo four,

Yaosg enent Lxanliney
iEtacimente:
febs b mnd
Tecnical Advisors:
25X1A9%a

“hief of Vinance Lvision -epresentalive
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